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$ Chief of Station,

s ]
= Administrative/Personnel

= Swurvey of Employees Overseas Service for Hefirement
Study Purposes

l. 7The Organization is considering the possibilitien of cleveloping a
retirement program which would provide improved benefits to steff employees
end staff egents for overseas service. Some of the records necessary to
compile planning date are not evailable 4n a centralized place. The work
necessory to document past overseas service (for this Orgenization and for
othcr departments, apencies and services of the Government) of Orgsnization
personel for planning purposes would be prohibitive in cost end tine required,
The information needed is: the kind of overseas service (military or civilian,
FCS or TDY), where performed (country, islend or possession == no city), the
beginning end ending dates (to the closest month) and the responsible Govern—
ment component » Army, State, 055, etec.) at the time the duty was actually
performed, Organization,

2« In order to simplify the rcquircment which this notice places on
operating and steff components of the Organization for this information, survey
cards, Form 1451, Record of Oversecas Service, will be used for all stalf
employees paid from confidential funds and for staff agenta, The :information
obtained will be used only for stetistical analysis and planning purposes., It
should, however, be as accurate as possible,

3. Listed below are instructions for £illing out the cards:

de Please study your card Form 1451 and be sure you wmderstand
vhat 1s required before you fill it out,

be Jgave blank spaces provid Q) X _nape and emy
serdul number, Write your pseuconym on a slip of peper and staple it
to your card, 25X 1
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€, Be as accurate as possible, but the information need not
be certified,

d. ldet each increuent of overseas duty performed at sny tine
en behalf of the Government and give the approximatie location, For
Project towrs give area only (FE, Europe, ME, etc.).

2e If PCS, pive dates of arrival at first duty posat ard depar-
ture frow last duty post only for each increment of oversess duty.

f. For completed TDY trips, pive only detes of deperture from
end return to your headquarters for each oversess trip. Show ares in
which major portion of duty was performed,

€« "Onit TDY trevel and chenges 4n overseas FCS, if they occurred
while you were on PCS overseas.

h. If home leave and/or TDY to your hesdquarters occurr:d while
you vere on FCS overseas, they should got be deducted from oversess
sexvice,

1. Do not duplicate overseas service where it was performed simul~
taneously for fwo orgenizetions. This means that there should be no
overlapping of cetes and that care must be taken to show for which
Govermuent departuwent or agency the service was actually performed
{regardless of cover). Use word organization for KUBARK service,

J« OShow only duty completed prior to 1 July 1958, 4s of this
date the Infomation will be extracted by the Finance Division from
current records, For your current tour of duty you should list only
the date on which you arrived st Yyour PCS post,

k., For incompletaTDY give date of deperture from 21 anc leave
ending date blank, Show ares where rmajor portien of duty was performad.

1. The completed form must be returned to your edministrative
off'icer as soon &s possible,

4e Completed forms should be pouched to Headquarters as soon us they
are filled out without waiting for ell forms to be completed,
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